' OFFICE OF THE SECRETARY OF STATE
APPLICATION FOR, RECORDS RETENTION SCHEDULE | o2%Sivent or YR AL
RECORDS MANAGEMENT DIVISION

INSTRUCTIONS See Publication No. 76 RM 1 for instructions on completmg this form. Forward signed original to
Department of Archives and History, Records Management Division, 330 Capitol Avenue Atlanta, Georgia, 30334
Attention: Scheduling Section. - :

FOR AGENCY USE 1. Agency Address ' ' FOR RECORDS MANAGEMENT USE
Application Date ' Comptroller General [ Application Number
Insurance Department - Regulatory Laws 8 2. - 3 b C)
Application Number | 238 Capitol Building l [)ab ecgvgd 1982 Date Completed |
Atlanta Georgia 30334 | "SEP 1 6 1982
2. Person to Contact o Working Title Telephtme Nuﬁbe-r_‘_
Mary Jane Johnston . _Administrative Clerk 656-2074
3. Action Requested 3 I I

a. [X] Establish Retention Schedule; record will continue to accumulate.
b. [ Dispose of present accumulation; no further accumulation anticipated.

~ 0 Amend Appllcatlon No, . . . CheckOne: [J Change; [J Supercede; O Void

4. Dates of Series 5. Records Series Title (followed by title used in office, if different)
Earliest - Latest
FRESENT Service of Legal Process (Suits and Summons)

1977 | =89 ~

6. Division and Office Function » - - Wha’t- is the funct_i'qnzotghéﬂaivision and the Office in which this récord series is created? -

The Comptroller General is responsible for regulating insurance companies and for
administering insurance-rélated laws: supervising and licensing loan companies’ making
loans of $2,500 or less; and enforcing the State's Fire Safety Laws and Mobile Home
sales regulations.

The Insurance Division supervises insurance cempanies and agents, collects premium
taxes, examines policy forms, and policy rates, and administers insurance related laws,
The Division also licenses agents and companies and investigates consumer complaints,

1

7. Record Series Desctiption Thns fnle oontams the following documents (mclude form numbers and t:tles if any}
Attach samples of the file.

Documents relating to: |
Complaints filed on insurance companies served on the Commissioner.

Included are: , o .

Copy of our transmittal letter

Copy of actual suit
Returned registered mail card

(sample attached)

. 4
Flle is arranged . ' . - . \
Alphabetically = ard on a }:ea_ijllr?basis T e R
8. Monthly Reference Rate How often are records referred to which are: :
‘Onetosixmonthsold _—______; Seven to twelve monthsold ____—_____; Thirteen to twenty-four months old —_
twenty-fwe months and older . Rarely | ' -
9. Annual Rate of Accumulation of Records : S .
Letter-size drawers _______; Lega_l-..lze dfayveré X Shelves _._.____; Other (specify)

i

AR—50—71; Rev.76 N {Over)




e ——————h e e o

LYES | NO_] 10. Questionnaire (Place an “X" in the proper oolumn) o . .
. ls this the official copy of the series? , AR |
X If not, where is it? _ : ) :
X b. Does the series contain cogmfldentlal mformatlon requiring security handlmg? If yes, cite law or regulation.
X _ Is this a wtal record? ; ' L
X d Does this series have historical or !ong_term research value? : ]
e. When one or two documents in the file make it necessary to keep’ the entire file for a long period, could these
| _X documents be scheduled separately? : R — ]
X | f. Isthe information contained in this series ever published? Afyes. attach copy,” - -
g. Is the information contained in this seriés ever analyzed and/or recorded m a summanzed report?
}i _ If_yes, attachcopy, _ _ et et S R
h. Is there a dupllcatlon of this series in your ofﬁce orin another offlce or agencv? En
| __X__ __If yes, where? e _ _
X | JMQMMnonp_Jrl_tewmmcroﬁlmem - -
X i._ Does the record series result in'a computer printout? " -.. el T U il
11. Retention Requirements .4 The following requires the series to be kept:
a. State Law . years. d. Audit period __years.
b. Statute of limitation . years. e. Administrative need 10 years.
c. Federal law ' years. f. Federal re?ention instructions __years.

— S
= - [

Attach copy or excert of laws of regulatlons Explam admmlstratlvé\need o s _ )

——

The statute of l1m1tations is two years on bodlly mjury and 4 years on prOperty.

B .
- -t - — - --,— -~ - - - -t e . -

On the adv;se of m—house counsel they suggest we. hold records for 10 years. et

12, Approved Disposition Instruttions “‘ . This agency recommerids that the flle series be cut off at the end of each:, .

™ Calendar Year; [0 Fiscal Year; [0 Other T “ -_-then, -
O Hotid in the current files area _,,___H_month(s) ___2___ year(s) then R T U
O Transfer t local holding arka; hold .. __ . vear(s); ‘then U
o Transfer 16 State Reoords Center ho!d __ﬂ_g.ﬁ...yea‘r(s) then ﬁ Ty ey ooy T

& Destroy LT L N Lo I T Do IvLoo D LIt Ll T
(O Transfer to State Archives for permanent retention.
‘0 Other (Specify)

oL oLl 2
These instructions apply to all prior and future accumulations of the series.
[Designee (Signature} _ Date ’ Date
P2 | 9-23-82
/ State Records Compittee (Signature) Date

Recommendations in para- — ' : :

graph 12 are approved. State Auditor/Designee - )/L‘,..-—/I/‘/\L—-f‘( ﬂ/é ~Yo
(It disapproved, attach letter o S ~

of explanation,) Secretamtemesignee /@wm U/(MW\ 34 6.; 37,

Attorney General/Designee | %/J;. z a |
AR-50-71; Rev.76 {Reverse Sfde EEE— -

[ T



